DATA GATHERING TOOL


Before the Scoping Meeting, the Human Performance Consultant (HPC) should try to obtain as much information about the mission area or community that will be investigated.  Information should include:

	Information
	Possible Source(s)

	Who are the performers? Define the population
· Rating

· Pay grade distribution

· Gender breakout

· Time in Service (TIS)

· Time in Rate (TIR)

· Sea Duty Commencement Date (SDCD)
	NTMPS

	How many are there? 

· Actual (actual count of billets filled Personnel)

· Total number of billets Manpower
	NTMPS

	Where are the performers located?


# at each type of ship


# at shore stations


Other
	NTMPS

	What do the performers do?

· Skill level (e.g., Apprentice, Journeyman, Master (AJM))

· NECs Navy Enlisted Classification (Primary, Secondary, Tertiary)
· NOBCs (Navy Officer Billet Classification)
· AQD’S  Additional Qualification Designation
· SSP (Subspecialty Codes)
· Jobs (DNEC, . . . are they presently assigned in their primary NEC?)
· Duty areas
· Qualifications
	NTMPS 
(– AJM)
Total Force Manpower Requirements Handbook:

http://www.navmac.navy.mil/ReqHdBk.pdf
NEC Manual:

http://buperscd.technology.navy.mil/bup_updt/upd_cd/bupers/nec/nec.pdf

OCCSTDS:

http://buperscd.technology.navy.mil/bup_updt/upd_cd/bupers/occstd/occstd.pdf

	What have they been trained to do? Courses completed In rate training.
· Title

· Type (‘A’, ‘C’,’F’, etc)

· Grad Date
	NTMPS

	Are the processes stable?
	

	What is the career path(s)?
	ECM

	What is the training path(s)?
	NTMPS/ECM

	What are the entry requirements into the rating/mission area?

· Minimum ASVAB

· Rate?

· Training/education
	NTMPS

ETJ

ECM

	Attrition

· Attrition levels

· At what points in career is attrition occurring?

	NTMPS

	Recruitment

· What is the target recruitment level?

· Is target being met?
	ECM BUPERS

CNRC

	Has a JTA been completed?

· By whom?

· Date of JTA?

· Data contained?

· Tied to NMETL?
	NETPDTC

CNET

ECM (Enlisted Community Manager)

TFXL



	Other occupational data

· Occupational Standards?

· Navy Occupational Task Analysis Data (or equivalent)

· Task analyses (NETPDTC)

· Other METLs (JMETLs, AFMETLs, etc.)


	NAVMAC NETPDTC

CNET

ECM



	Survey data?
	NAVMAC

	Where is career field going?


Merges?


New/modified equipment?


Personnel changes?
	ECM BUPERS

CNRC


Enlisted Community Manager (ECM), BUPERS (detailers), and Chief of Naval Recruiting Command (CNRC)

